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JO Pecesaber 1950 


Chief, Building Maintenance and Utilities Iran** 

Chief, Gsneral Service* Branch 

Chief, Real Estate and Construction Sraneh 

<Mef, H« rodaotion Branch 

Chief, Transports tie© Branch 


SOBJr'CT* Sunday and Holiday Duty 


I. In coapllanc* with Administrative Instruction . 

19 Decenber 19§0, the regular skeleten staff required in theA^^stra aw 
Services fusion on f mdaya and holilaya, in 

telephone operators, chauffeurs, and couriers, will consist of the 
following* 

One Adainlstrati ?« Services Buty Officer (hereinafter 

referred to as the JWB0) and one Secretarial Assistant, 

if deemed necessary. 

On* Reproduction Branch employee capable of tier f oral nf 
ditto, wineograph and photostat work. 

One Transportation Branch ewployee capable of handling 
travel and transportation arrangements which may be 
required. 

2 An * ‘to duty roster is attached for the period 1 January 1951 

thr,4i vK. I>»ty r«ur. fnr th. R.prMuett™ and Tr«^rftion 

Molowa will b* prepared by th. Chief* of theee respective flrMoheo, 
”S^n?5i«h dll hT r„ml.hei the A*dni.tretlv. Offieer, f^i nl.tr. Uv. 

Services M vision. 

3, The Administrative Officer, Administrative 'erviceslUvinion, 
will prepare a B«ty Officer Book containing instructions as to the 
to be taken on days of duty, ammo and hows telephone 
Chiofs, assistant Branch Chiefs, *nd CMefs of 
duty rosters «enti***d in paragr pH 2 above will also beincx^ 
this book. The Duty Officer Bock will net contain 
above "Restricted" in order that it say be left at to* 

Chief, .Adsdnistrative Services, on weekends and hoi if*' 


25X1 


It. >mn *0 will bo located In Boos 201 lor 
The hour# of Sunday end holiday duty will be 
for which ovetiw* or holiday pay, whichever^ 

The question of © eoretarial assistance will be^ 
should be based on the necessity for accompli shim^ffbg 
he and the secretarial assistant are primarily ntpes#' 
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5. Chief# of Branches will inform the A3D0 prior to the duty day of 
work ** performed and the personnel who will report for ovarii®® work 
in their respective tranche# on that day. All Administrative Service# 
personnel working on fnadays or holiday# will >e expected to physically 
report, to the A8DO or to cell hi® by telephone to advise of their presence. 
Thie is necessary in order that the AfBO will be fully inforwed of those 
personnel who are available for work on these cece.vi.one, 

6, Branch Chiefs and their assistants, will by srra»ges**ni between 
thewselvea, be available at **“*ir howee for telephone cells fro® the AIFIK). 
One or the ether must always be available. In the event it ie necessary 
to 1-^ave their hones, information should be available as to whether or 
not they are expected to return or the telephone swfcars at which they 
way be reached. rm* 8 will report to the Chief, Administrative Services, 
«jpy occasions on which Branch Chiefs or Assistants scald not be reached, 

Apy Adaini a trs ti ve Services eapleyee contacted *y the ABW on a day of 
duty and requested by the mo to report for' work wust do so. Personnel 
in all branches will be so instructed by their respective Branch Chiefs. 

APDO*# will «ei stein a record of the personnel reporting for work, 
m •*? •»* "ill ■eintain a list of probleas which have arisen 

and the telephone calls received, fhese reports will be filed in a safe 
piece in accordance with security regulation# until the next day of regular 

**" the report# will be turned over to the administrative 

Officer, Administrative Service# Division. 

* ia assigned dates for funds - or holidsy duty he* tween 

ff; fMde wt-iael agreeaent and notification to the 

Main! strati ve Officer, Administrative Services Division, However, the 
jw^een assigned for the day of duty nil be responsible for being sure 
that Me rep! session t actually report# for duty, 

9, This memorandum will be circulated tc all perneanel in your 
branches and initialled by the® in order that they will comply with in- 
structions contained herein, J 



W. L. FFiDL 

Chief, Adainletrativw Staff 
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